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Configuration Management

Purpose The purpose of this guideline is to ensure an accurate and complete picture
of the Project and its work is maintained in an organized repository
(sometimes referred to as a Project Management Library, Work Paper files,
Project Library, or Project Archives) so that:

• Project artifacts can be captured and controlled

• Team members can access information

• Responsibility for artifacts is understood

This repository is not the Configuration Management (CM) Repository.

Scope This guideline applies to all forms of data and processes required to support
a project such as: engineering, development, finance, quality, safety, and
acquisition.

This guidance is to be considered by all Information Systems Division (ISD)
mission software development projects.

Guideline The project considers all types of project records and prepares a list of what
records are to be kept and what records are to be discarded.

In addition to the formal Configuration Managed items maintained, the project
will typically maintain items such as:
a) Project organization

1. Organization Chart
2.  Roles and Responsibilities

b) Business Case
c) Risk Log
d) All status reports
e) All formal review packages
f) All Action Items
g) Correspondence, including critical emails
h) CCB records
i) All meeting minutes, including technical interchange meetings
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j) Copies of deliverables
k) Trade Studies
l) Inspection Records
m) Peer Review Records
n) Validation Records
o) Testing Records
p) End of phase history reports
q) All plans
r) Estimation package including basis of estimates and actual estimates
s) Metrics and actuals vs. plans/estimates
t) Activity log of significant events
u) Proposal
v) Contract

For each artifact it should be determined and documented:
• How each will be retained (formal CM, limited access version

controlled, general access version controlled)
• Where each will be retained (common server, paper file)
• Who will provide the artifact
• When the artifact will be provided

Consider periodic (weekly or monthly) solicitation of items from team
members for inclusion.

Consider periodic (weekly or monthly) monitoring to ensure artifacts are
provided as scheduled.

References • Software Development Folder (checklist)  GSFC PAL asset number
2.4.3.1

• Glossary:  http://software.gsfc.nasa.gov/glossary.cfm
Defines common terms used in ISD processes

• Process Asset Library:  http://software.gsfc.nasa.gov/process.cfm
Library of all ISD process descriptions
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